City of Fresno E12

HUMAN RESOURCESANALYST

Class Definition

Under generd supervison, peforms a variety of professond activities in support of a comprehensve human
resource management system.

Distinguishing Characteristics

Human Resources Analyst isajourney leve class assgned to a Human Resources Divison of the Department
of Adminidrative Services. Incumbents perform a variety of anayticd and adminigrative assgnments in
recruitment, examination, classfication, sdary adminigtration, labor relations, loss contral, insurance and benefit
adminigration, and related functions. This dass is distinguished from Senior Human Resources Andys in that
the latter is the firg-line supervisory leve in the Human Resources Andyst series. It is digtinguished from
Management Andy<t 11 in that incumbents of the latter perform a broad range of administrative support dutiesin
an operating department or division.

Typical Tasks

(This list of samples of job duties and responghilities is neither inclusive nor exclusve. Consequently, this
information may not reflect Essentia Functions for this class)

Dedgns and implements recruitment programs to obtain qudified candidates, prepares job announcements,
advertisements, and other recruitment materials.

Coordinates, designs, and administersjob-rel ated sal ection procedures, including application reviews, writtenand
performancetests, and interviews and assessment techniques, screensapplicationsfor qualifications; providesfor
the establishment of digible ligs.

Uses automated gpplicant tracking/exam scoring/statistica andysis software to conduct analysis of exam results,
such as, pass point andysis, item andysis, gpplicant flow analyss, univariate satigtics, and interrater rdiability.

Conducts organizationad and classification studies and audits; devel ops, updates, and revises class specifications.

Collectscompensation and benefit dataand preparesanad ysesand reports; provides classification, compensation,
benefits, and other information to other agencies.

Assgsin theimplementation and monitoring of equa employment opportunity compliance and affirmative action
policies and programs.

Assgs with the devel opment and implementation of various employee training programs.



Human Resources Andyst

Page 2

Coordinates the Employee Medicd and Hedth Screening, Workers Compensation and Unemployment
Insurance, and Employee Assistance Programs.

Conducts safety ingpections to prevent accidents; investigates, analyzes, and reports accidents; conducts safety
programs, and administers various loss control activities.

Prepares and/or conducts new employee orientation programs, training programs, and other related workshops.
Collects information and provides gaff support during negotiations with employee organizations and/or for
grievance proceedings; conducts grievance and discipline investigations, makes recommendations and provides

related technica support.

Confers with, and interprets policies, procedures, and regulations for, City employees and representatives of
employee organizations; provides information to the public regarding City policies and procedures.

Prepares reports, correspondence, and avariety of written materias.
Performs related duties as required.

Knowledge, Ability, and ills

Knowledge of the principles and practices of recruitment and examination, postion classfication, job andysis,
sday adminigtration, and test congruction, andyss and evauation.

Knowledge of the principles and practices of collecting and comparing sdary data and benefit information, and
internd and market influences affecting wage determination.

Knowledge of federd, state, and locd legidation and maor court decisions pertaining to equa employment
opportunity and affirmative action programs.

Knowledge of a variety of personal computer software gpplications for word processing, applicant tracking,
Spreadsheets, and data bases.

Knowledge of the Cdifornia State Labor Code relative to workers compensation and industria safety.
Knowledge of the principles and practices of the collective bargaining process in the private or public sector.
Knowledge of federd and state regulations gpplicable to labor relaions in the public sector.

Abilityto andyzeavariety of adminigtrative problemsand to make sound policy and procedura recommendations
for their solutions,
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Ability to interpret and apply equa employment opportunity laws, civil service regulaions, and provisons of
contracts, ordinances, negotiated agreements and other regulations or policies pertaining to human resources
activities

Ability to prepare clear, concise, and comprehensive reports, records, correspondence and other written
materias.

Ability to make clear and persuasive ora presentations.

Ability to develop and maintain effective working relationships with those contacted in the performance of
assgned duties.

Minimum Qualifications

Graduation from an accredited college or univeraty with aBacheor's Degreein Public Adminidration, Busness
Adminigtration, Personne Management, Industriad Relations, or a related field; and one year of professona
experience in a comprehensve human resource management system in one or more of the following aress.
recruitment and sdection, classfication and compensation, employee reations, afirmative action, benefit
adminigration, or safety and training. Additiond qudifying experience may be subgtituted for the required
education on a year-for-year basis.

Necessary Special Requirement

Possession of avaid Cdifornia Driver's License may be required at time of gppointment.

Recruitments may be limited to a specific area of expertise asrequired by operationd needs. The specific areas
of expertise are listed below:

1. Recruitment and Examination
2. Classfication and Sdary Adminidration
3. Loss Control, Insurance and Benefit Administration
4, Labor Rdations
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